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POLICY ON MAINTENANCE, PRESERVATION & ARCHIVAL OF DOCUMENTS

1. BACKGROUND

The Securities and Exchange Board of India (“SEBI”), (Listing Obligations and Disclosure Requirements)
Regulations, 2015 (Listing Regulations) mandate listed entities to formulate a Policy for preservation and
archiving of documents on their website. It is in this context that the Policy on Maintenance,

Preservation & Archival of Documents (“Policy”) is being framed and implemented.

2. OBJECTIVE OF THE POLICY
This policy inter alia provides for preservation of documents so that records are kept no longer than the
period necessary -for the proper conduct of Company business. This policy shall cover all business
records of the Company, including written, printed, and recorded matter and electronic forms of
records. This shall also ensure the systematic disposal / destruction of Company’s records which are not
current or have outlived their administrative usefulness. Effort shall also be made to convert physical
documents to electronic form for long term archival and usage.

3. DEFINITIONS
Applicable Law: “Applicable Law” means any law, rules, regulations, circulars, guidelines, or standards
applicable on the Company under which any guideline / provision with regard to the preservation of the
Documents has been prescribed.

‘Board of Directors’ or ‘Board’ means the Board of Directors of Tarini Enterprises Limited.
Company: “Company” means Tarini Enterprises Limited.

Document(s): “Document(s)” includes summons, notices, requisitions, orders, declarations, forms and
registers, whether issued, sent or kept in pursuance of this Act or under any other law for the time being
in force or otherwise, maintained on paper or in electronic form as defined in Section 2 (36) of the
Companies Act, 2013. In addition, documents shall also include Operational and Other Records required
to be maintained for compliance with applicable Regulations.
.

Electronic Form: “Electronic Form” means maintenance of documents in any contemporaneous
electronic device such as computer, laptop, compact disc, floppy disc, space on electronic cloud, or any
other form of storage and retrieval device, considered feasible, whether the same is in possession or
control of the Company or otherwise the Company has control over access to it.

Electronic Records: Electronic Records means as defined in Information Technology Act as amended
from time.

Policy: Policy means the Policy on Maintenance, Preservation & Archival of Documents.

Preservation: “Preservation” means to keep in good order and to prevent them from being altered,
damaged or destroyed.

“Records” in relation to this policy includes accounting records, books or papers and books and papers
a5 defined in sub-section 12 of section 2, books of accounts as defined in sub-section 13 of section 2 of
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the Companies Act, 2013, statutory and other documents of material significance whether covered
under this Policy or not.

4. LOCATION OF RECORDS
As mandated by the Companies Act, 2013 or under any other statute, certain records shall be located at
the registered office of the Company. The records for which no specific place has been specified under
any. statute shall be maintained at the corporate office of the Company or at any other place as may be
approved by the Board, from time to time.

5. ACCESS AND AUTHENTICITY
The preservation of the records of the Company is vital in order to ensure all current and future access
to the records. Preservation also’ensures the authenticity of records.
Since the records are maintained at different levels and departments in the Company, therefore
Functional Heads should be authorized to ensure the preservation and access to the Records under their
jurisdiction.

6. PRESERVATION OF DOCUMENTS / RECORDS

All statutory records required to be maintained under any law shall be preserved for the period, if any,
prescribed there under.

If any direction has been received from any authority for maintenance of certain records for specified
period, those records shall be maintained for specified period.

Documents, in respect of which no minimum maintenance timeline is stipulated under any of the laws
or under the schedule prescribed, shall be preserved for such period as may be decided by the
concerned head of Department in consultation with Head of Law and Vigilance Department. An
Illustrative list of the life span of some of the documents is given in Annex-l which forms part of the
Policy.

7. CUSTODY OF DOCUMENTS

All documents shall be under the custody of concerned functional head(s).

8. ARCHIVAL POLICY .
The policy applies to documents / information hosted on the website of the company including
events/information required to be disclosed on website under any of the applicable Rules / Regulations.
The disclosure of material events shall be hosted and retained on the Company’s website for the period,
if any, specified in any Act / Regulation or 3 years, whichever is lower. Routine / non — material items
may be kept on the website for a maximum period of 3 months. Thereafter depending upon the nature,
materiality, impact and relevance of the material event/ information, the disclosure of such material
event:
a) can continue to remain hosted on the Company’s website for a longer period of time on the advice of
concerned functional head; or
b) can be removed from the website; or
c) can be archived for the period specified by the Functional Head.

9. RECORD RETENTION SCHEDULE

All Files / Registers shall be maintained on financial year basis. All live as well as old records shall be
reviewed periodically, at least once in a financial year by the concerned group in charge, preferably in




April of the following year. The Company shall maintain a register of preservation and disposal of
records. The register of preservation and disposal of records shall contain the following columns:

a) ltem Number;

b) Brief Particulars of the records preserved/ disposed of;

c) Date of creation of the record;

d) Whether preserved permanently or not;

e) Date of removal from the register and;

f) Mode of destruction

This register of preservation and disposal of records Annex-ll shall be maintained permanently by the
respective Heads of Department either in physical or electronic form.

10.EFFECTIVE DATE OF THE POLICY
The above said Policy is approved by Board in its meeting held on April 12, 2019and shall be effective
from date of the approval.

11.AMENDMENTS TO THE POLICY
The Policy shall be reviewed at regular intervals, say at least once in every three years. The Chairman
and Managing Director is authorized to make such alterations to this Policy as considered appropriate,
subject, however, to the condition that such alterations shall be in consonance with the provisions of
the Regulation and other applicable laws. The revised Policy shall be placed for information of the
Board. :




Annexure-|
ILLUSTRATIVE LIST OF THE LIFE SPAN OF THE SOME OF THE DOCUMENTS

A. DOCUMENTS / RECORDS WHICH SHALL BE PRESERVED PERMANENTLY

1. Agenda Papers pertaining to Annual General Meeting; Extraordinary General Meeting; Board Meeting
and Committees thereof.

2. Minutes Book of Annual General Meeting; Extraordinary General Meeting; Board Meeting and
Committees thereof; Resolutions passed by Circulations / Postal Ballot.

3. Statutory Registers maintained under the Companies Act, 2013 :

4. Notices, Orders and other material Communications received from various Government and Other
Authorities

5. Forms filed with the Registrar of Companies (RoC) as prescribed under the Companies Act, 2013

6. Certificate of Incorporation / Commencement of Business.

7. Memorandum & Articles of Association.

8. License and Permissions, Certificates which the Chairman and Managing Director of the Company
thinks expedient to preserve.

9. Register of Members and Index of Members

10. Agreements made by the Company with External Bodies, like Depositories, etc.

11. Files relating to Premises, for instance, Title Deeds / Lease Deeds of owned Premises / Land and
Building, etc. and related Ledger /Register.

12. Authorization / Licenses obtained from any Statutory Authority.

13. Policies of the Company framed under various Regulations.

14. Register of Preservation and Disposal of Records.

15. Register of Common Seal.

16. Certificates obtained from various Statutory Authorities

17. Books and documents relating to the issue of share certificates

18. Register u/s 189 (Register of Contracts / Arrangements in which Directors are Interested as per
Section 184/188 of the Act). -

19. Register of Charges, including modifications thereof, if any (where applicable).

B. DOCUMENTS / RECORDS WHICH SHALL BE PRESERVED FOR A PERIOD OF NOT LESS THAN EIGHT
YEARS AFTER COMPLETION OF RELEVANT TRANSACTION

1. Financial Statements of the Company and books of accounts of the Company, Directors Report and
Auditors Report.

2 Attendance Register for Board / Committee Meetings / General Meetings

3. Office copy of the Notices of General Meeting Notices and related papers.

4. All bills, invoices, and vouchers relevant to any entry in such books of accounts as defined in Section
2(13) of the Companies Act.

5. All ballot papers received during the course of poll conducted in General Meetings.

6. Register of Inter — Corporate Loans and Investments as per Companies Act, 2013, where applicable.

7. Annual Returns as per Companies Act, 2013 and documents and Certificates required to be annexed
thereto. ‘

8. Register of Deposits as per Companies Act, 2013

9. Register of Allotment (from the Date of each Allotment) as per Companies Act, 2013

10. Income Tax Returns filed under Income Tax Act, 1961.

11. All Notices in Form MBP-1 received from Directors and KMPs along with any amendment thereto.
12. Copy of newspaper advertisements or publications.




13. All show cause Notice or any other Notice received from any Statutory, Govt. Departments, Judicial
or Quasi-Judicial Authorities, etc.

14. Store File containing purchase order.

15. Invoices, Meter Data, etc.

16. Projects Documents




Annexure-I|

The format of the register of Documents preserved / disposed / destroyed

Item No.

Brief Date of Date of Whether Initials of the
Particulars of Creation of Disposal of preserved authorized
the records the Record Document permanently person
preserved ' or not
along with
applicable

law

M.




